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Curriculum Vitae
Nikita 
Mobile
: +971505891826 
E-mail
: nikita.376861@2freemail.com 
Objective: “To work in a reputed company where my abilities make a positive contribution to the organization as well as my career and thereby excel in life”.

 PROFESSIONAL SYNOPSIS

· Acquired an experience of around 5 years 
· Enthusiastic self-starter with strong background in performing clerical and secretarial tasks using exceptional communication and customer service acumen.
· Experienced and result-oriented Administrative Assistant with proven abilities in developing positive relationships with clients and coworkers.

 KEY STRENGTHS

· Proficient in maintaining appointment calendar.

· Able to compile information and prepare a wide variety of reports.

· Demonstrated ability to receive and review incoming correspondence.
· Excellent interpersonal and communication skills
· Effective organizational and time management skills
 CAREER HIGHLIGHTS


July 2015 – Till date

Organization: Beta Information Technology LLC, Dubai, U.A.E 
Designation: Executive Secretary 
Beta Information Technology is a system integrator for Information & Communication Technology Systems. Technology pioneers that introduced many technologies to the region.
· Manage hotel booking and flights booking for management.
· Preparing materials for workshops, conferences, meetings.
· Handling outgoing and incoming courier.
· Making bank reconciliation statement, printing Cheques, preparing statement of accounts,    issuing Cheques. 

· Preparing attendance report monthly for salary disbursement.

· Preparing LPOs manually and in SQL (CITRIX) & ERP system.

· Making sales order and purchase order in the SQL (CITRIX) & ERP system.

· Preparing reports. 

· Follow-up with suppliers.

· Screening office calls
April 2013- May 2015
Organization: Ocwen Financial Services, Mumbai - India
Designation: Underwriter
Ocwen Financial Corporation (Ocwen) is one of the leading mortgage servicing companies in America, serving over 1.5 million customers. We provide personalized customer service and home financing options.
· Move the loans to next level, decision making and release of approval letters to borrowers.

· Take approvals from investor and mortgage companies and accordingly provide resolution to customers.

· Work on escalated loans provided by managers.

· Release approval within given timeline.

· Meet the compliance requirement.

· Co-ordinate with processor as one team.
· Work on escalations to provide a complaint free resolution.

· Work on assigned control reports and specialized tasks whenever required.

 Sept 2011 – Feb 2013
  Organization
: Ram Agri Infra India Pvt Ltd, Mumbai - India 
  Designation
: Admin Assistant
Ram Agri Infra India Pvt Ltd. R.A.M. is a group having interests in Real Estate Development, Land Management Services, and Infrastructure Townships.
· Booking rooms and conference facilities.

· Making a to-do list for boss.

· Using content management systems to maintain and update websites and internal databases.

· Attend meetings, taking minutes and keeping notes.

· Managing and maintaining budgets, as well as invoicing.

· Liaising with staff in other departments and with external contacts.

· Ordering and maintaining stationery and equipment.

· Sorting and distributing incoming post and organizing and sending outgoing post.

· Liaising with colleagues and external contacts to book travel and accommodation.
 ACADEMIC CREDENTIALS

· BACHELOR OF COMMERCE (MARCH 2011) –University of Mumbai -India.
COMPUTER SKILLS

· Operating System Windows 

· Spread Sheets MS Excel 

· Word Processors MS Word 
· ERP & Citrix 

PERSONAL DETAILS 

· Date of birth 
         :16 January 1991
· Nationality             
: Indian

· Gender       

: Female
· Marital status      

: Single

· Religion              

: Christian

· Languages known
:  English, Hindi, Gujarati, Marathi.
I hereby declare that all the information provided above is true to my knowledge and I would like to meet your esteem organization for a personal Interview.
Thanking you for your kind attention.
Nikita 


Dubai 

